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I I QEORQIA DEPARTMENT OF HUMAN RESOURCES 
APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF ADMINISTRATIVE SERVICES 

For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta. Georgia 
30334. Phone. (404) 656-4976 GIST: 221-4983 

Off i ce  of F inanc ia l  Se rv ices  ' 

Publ ic  Ass is tance  Unit  
47 T r i n i t y  h e .  S.W. - Room 503-5 
Atlanta .  Ga. 30334 

. .  XX 

! 

>ncX~eU=,,, rz~-~->p--_-~ . . ~ . . ~ - _ _ _ I - ~ ! ~ i ~ s o r p  ~ ~ ~~ 

3. Action Reqmned 
'- ~ ~ - ~ ~~ ~ . . ~ ,6*43.73.~__ ~. .= 

Change Retent ion period 
Change F i l e  Arrangement 
Change L i s t  of f n c l u s l v e  Haterials 

a. 0 Establish Retention Schedule; record will mntinue to accumulate. 
b. 0 Dispose of present accumulation; no further aaumubtion anticipated. 
c. @ A m n d  Applicstion No. -?5.:2-!Pp- Checkone: m Change; 0 Supercede; 0 Void 

_-.__..I___ __ ~- _ _  -. - ~- ~. .. . . . .. ~ -~ .- 
6. Rewrda S.rles Title ffollowed by rifle uad in o f f h ;  if different) 

... I 

. 3. 

I pub_litmm.nc'c B!*kcX9att2~eL f.2. _. - A . 
~ .._ . _i -..- i l - L : .  

1 r ~ e f u n a i o n 6 f t h e s i o ~ i ~ d t h e ~ f f i c e i n  whikh thlrrscorflsdrier lr&e;erted? - I - '  " '  ' - 

4. Dates of Series 

brlhn Latest 

6. Dii%?ikatf&n funkti& ~(Nhet. ' 
~ ?'\;;S-1Ft=z4 

_i~ .A__, 
.! 

? 

A x 
2: 

I_~_____I_ ~ - -~___.___-____~ .- ___._ . . . __ 
7. Records Series Description 

Documents relating to: 

This file mntains the following doeiments Ilnducb form numberr n d  t/tks, if my): Attach samples of the iile. 

. .  . .  
~> 

Includedare:  stop^ payment r eques t  t o  bank; correspondence between Publ ic  Ass is tance  Office 
and DFCS Offices r eques t ing  a f f i d a v i t  from welfare r e c i p i e n t ;  copy of o r i g i n a l  check, 
acknowledgement letter from bank s t a t i n g  r e c e i p t  of bank c r e d i t  or refund;  and r e l a t e d  
documents. 

. 1  

Fileisarmd: chronologica l ly  by month; thereunder;  by county case number 

~ ~~~ ~ 
--~---___ ~ .~ ~ ~~. ,. ~ ~ 

~ - _ _ ~  
8. Monthly Reference Rate How often are mcords referred to wnich are: 

One to six months old : ; Seven to twelva months uid ; Thirteen to twentyfour monthr old - ~ ~- ; 
twenty-fivu months and older ?', 

~~ ~ ~ ~~ . .~ . ~ . - . -_.I.__ - 
9. Annuai Rate of Accumulation or Records 

Lsrtar-rlze drawrs .- ; Lngel-size drawers -~__ : Shelves ; Other ISwcify) I _ . _ ~ ~ ~ ~  -- 
_111_- .... . ~ ~A 

- -. . 
. -  
i .  

lorm 49% ti:m ~ . .. . - (Ovarl . -  -< F 
~ 

. - - - .  ~ 

Y. 



. .  

9. Is thir the official copy of the Mries? 
I f  not. where is it? 

- - ~ ... ~ 

the rries mntain confidential information requiring Scurity handling? If yes, cite Im OT regulation. 

__ 
. ~~~~~ il -.--. _-I _I_ 

t - n v i i a i  remrd? 
I 1 d. Does this series have historical or lona term research wiue? _ -__ ~~~~ ~~~ - 

~~ ~ 

j rs.Whene<tm, documents in the file make it necessary to keep tho entire file for a long period,muld there documents 

q e , t = , e  ,.ii,,- Attach mpv or excerpt of laws or regulations. Explai? eminiqratiw need. 
(I---' M Admlnlstratively, these fflerd h;e aeceesary Io'document 'payments made for public 

assistance. 

__- I _I __ ~ - 
2. Approved Diwosition Instructions Thir w n w  recommends that the file mrier be cut off a t  the end of each: 

OCaIendar Year; - B F i ~ a i  Year; mother - then. 

m Hold in the current filer area 
0 Transfer to local holding area; hold 

dl bstroy 
Transfer to State Archies for permanent retention. 

0 Other (Specify) 

manth(s) 1 yearb); then 
yasr(r1; than 

Transfer to State Records Center; hold 4 vear(s1; then 

Attorney GenerellDesipnee 

nm 4998 (7-78) 



D I S P O S E  OF P R E S E N T  A C S W ! U L 4 ? I G : .  ; 
N O  F U R T H E R  A C C U M U L A T I O K  A N T I C I P G T E J -  

-,..-. - .  ... - - ,  - n ~ - Z S k i  D I S P O S I T I O N  S T A N D A R D ;  
P S 2 5 R S  W I L L  C O N T I N U E  TO A C C U M U L A T E .  

I 

? .Earliest i. Latest 9 .  Exact Series Title 
Dates of Series 

Public Assistance Bank Credi t  Files 

What i s  the function of the office i n  which this record series is created? 
The Division of Aclminis.tMtian is responsible for pmviding acbninistmtive support t o  the 
kpartrent. 
general suppr t  services: data processhg and mgemmt infomtion system; patient accounts 
services. and Dersonnel services. 

b.ccour.tin5 Benefits Payments - responsible for D ~ O = S ~ R  payments for benefits and services -- 
scbsectians are ?edicaid-N&sing Hanes , Medicaid-Other Expenses, Vocational Rehabilitation ~ 

Assistance Payments, and other benefits ( C r i D ~ l e d  Children, Cancer, Sterilizatien, Pat-Pak. 
Foster Hcxes, Cuban Refugees, etc.). 

This includes general accounting services; budget development and management; 

2 

1 

w o n t a i n s  the following documents ' (include form numbers and t it les 

kcments relating t o  the recovery of p h l i c  assistance funds f r a n  banks who have mde 
unauthorized paymsnt of public assistance checks. 

Included lxt not limited to  are, stop payrent request t o  bank, correspondence between public 
Assistance Office and County FCS Offices &questing affidavit from welfare recipient, affidadt 
simed by welfare recipient stating that he or she had not cashed or authorized cashing of p&Xc 
assistance check, ccpy and original check, acknmledgenent le t te r  frcsn bank stating bank credit 
or refund if a p p l i d l e  and related docmts. 

F i l e s  are m - e d  chronologically by year and mth. 

if m y ,  
and f i l e  arrangement). 

I 

.I.U.L ,411 0. .CC""YL.Tl"" 

~ 
~ ~ ~~ ~ ~~ L. ~~ 



"- -- 
P A X  2 

--I-_ 

25. AGENCY ~ C O I + H N D A T I O N S .  T h i s  agency recommends t h a t  t he  f i l e  series be cu t  off at the end  
o f  each -[]CALENDAR YEAR -b]FISCAL YEAR -[]OTHER , then : 

lk. IS t h e r e  e duplicat ion of t h i s  series i n  another office o r  agency? [ 1 [XI 

15. Is the information contained i n  t h i s  series ever  summarized or published? [ 1 [XI 

16. Does t h e  s e r i e s  contain c l a s s i f i e d  information requi r ing  secu r i ty  handling? f 1 [XI 

1'. ~ C P S  t h e  s e r i e s  i n i t i a t e ,  amend'or terminate  agency po l i c i e s  and procedures? I 1 Ix! 

18. Could t h e  function be performed i f  t h e  f i l es  were l o s t  o r  destroyed? [XI [ 1 

lg. 1 [XI 

29. h e s  t h e  record series provide da t a  as input  t o  an EDP f i l e ?  [ 1 [XI 

2i. Does t h e  record series contain documentation produced as EDP pr in tout?  [ 1 [ X I  

Attach cosy of summary o r  publ icat ion.  

I 
I s  t h e  series ( o r  major po r t ion  of it) regular ly  microfilmed? If  yes, why? 

22. E a s  t he  Federal  Government i ssued  i n s t r u c t i o n s  governing t h e  retention/dispo- [ ] [XI 
s i t i o n  of these f i l e s ?  

23. V i l :  t h e r e  be a need f o r  t hese  records 10, 15 years  from now? I f  yes, what? [ 1 [ X I  

2L. REQUIREMNTS. The fol loving requires  the  f i l e s  t o  be kept 3 y e a r s  : 

a. [ ]STATE b. [ ISTATVIE OF c.  []AUDIT d. []FEDERAL e.  ADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATIOIJ PERIOD L A W  DEcr s Iori V A L E  

(Cite Law, Statute,  or other reason for t-hr. riiL'utiow requtmmcnt) 4 

I 

I 4 Hold i n  t h e  current  f i les  area * m n t h ( s ) /  1 e a r ( s )  : 
[ x] Transfer  t o  [ X]  S t a t e  Records Center [ ] Local Holdin; Area; hold 
[ X I  Destroy. 
[ ] Trans fe r  t o  S ta t e  Archives f o r  permanent re ten t ion .  
[ ] Destroy immediately after cut-off. 
[ ] Other: (Specify) 

2 year(s): . 

I (Indicate briefly ra t ionah for recomnendatias above/or ur i te  addititma2 remarks) : 



2 

Di;isim of Administnaticm 
Public Assistance Control Unit 
47 Trinity Avenue Room 501-H 
Atlanta, Ga. 30334 

Nancy Hor*.ell 
-L 

"I,.!"" T l t i .  

k a f f  supervisor 3 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U M Y L A 7 ' I @ ! v  ; 
R E C O R D  WILL C O N T I N U E  TO A C C U M U L A T E .  N O  FURTHER A C C U M U L A T I O N  A N T I C I P A T P a  

8 .  Ear l i e s t  & Latest  9 .  Exact Ser ies  T i t l e  
Dates of Ser ies  

1974 - Present Public Assistance B a n k  Credit F i l e s  - I_--- 

What is the  function of the  o f f i ce  i n  which t h i s  record s e r i e s  is created? 10.  

contains the  following documents (include form numbers and t i t l e s ,  if spy, \. 
and f i l e  arrangement). .. 

Dcaments relating t o  the recovery of public assistance funds frm banks who have wde 
unauthorized payrent of public assistance checks. 

Included but not limited to are, stop payrent request t o  bank, correspondence between Public 
Assistance Office and County FCS Offices requesting affidavit  from welfare reciDient, affidavit 
signed by w e l f a r e  recipient stating that he or  she had not cashed or authorized cashing of public 
assistance check, copy and original check, achmledgerent letter frcm bank stating ba& credit 
or refund i f  applicable and related d c c m t s .  

F i les  are armnged ChrOMlogically by year and mnth. 

- 

I 
T h l .  L.., P ,.?. 4 l n  I l i P r l  

I..,.. ,... .. I t . , ' .  .I..r. 



. a PA6E 4 
~. L I-_. ~ ..___ --1 _~_-----I__ 

YES NO , co1u.n. I ,  ... "er 1. .lES." pa-... . .P1 . l"  
C ' .  I 

13. Is t h i s  t he  Record Copy of t h e  series? 1x7 '7 I 
t 1 [XI 

[ I ,  [ X I  

s i f i e d  information ;requiring secur i ty  handling? ~ ~ [ 3 I[xl 

1 4 .  Is there  a duplication of  t h i s  series i n  another o f f i c e  or agency? 

15.- Is the' information contained i n  t h i s  s e r i e s  ever s u p a r i z e d  o r  published? 

17. Does t h e  s e r i e s  i n i t i a t e ,  amend or terminate agency po l i c i e s  and 'procedures? .. [ I [XI 

18. Could the  function be performed i f  t he  f i l e s  were l o s t  o r  destroyed? . ,rxi, [ 1 

19. Is the  s e r i e s  (o r  major portion of  it) regular ly  microfilmed? If yes ,  why? I 1 :[XI 

20. Does the record s e r i e s  provide data as input t o  an EDP f i l e ?  I 1 [ X I  

21.  Does the  record series contain docken ta t ion  produced as EDP pr intout?  - [ ] . " X I  

\ -  

Attach copy of sununary or publication. 

. .  

- .  ~~ 

22. Has the  Federal Government issued ins t ruc t ions  governing t h e  reteation/dispo- [ ] [ X I  . . .  ? .  . ~ . . . .  ~~ . . .  
r 
i 

. .  .. 

, [ P I  
. .  ~- - r  

~ 

ese  records 10, 1 5  years from now? I f  y e s ,  what? 
____I_ .-__ 

years : 
. . .  - .  

equires the f i l e s  t o  be.kept 5 
- .  ~ . <-: 

., , ~. 
AUGIT i d .  [ ],mbERb;L . e:MdADMINISTRATIk f .  [ ]HIS?ORI.CAL 

VALUE . .  . .  . -. - .  
LAW- ?-' .  . LIMITA~ION ' - 7  PERIOD . .LAW '~ DECTSION 

(Cite  Law, Sta tu te ,  or other reason fop t,he rht.L;iitiwi rc<pirement)  
Based on previous reference experience concerpline, prosecution of fraud, balancing bank 
statements, etc. 

25. AGENCY R€COMKNDATION$. 
~ - _ _ ~ - - ~ _ _ . _ I _ _ ~  __ 

This agency recommends tha t  the  file s e r i e s  be cut off  at the end 
of each -uCALENDAR YEAR -[]FISCAL YEAR -[]OTHER ,then : 

. .  
[ X I  Hoid i n  the  current f i l e s  area 'month(s)/ 2 y e a r ( s ) :  
[ X I  .Transfer t o  [ X I  S t a t e  Records Center [ 1 Local Holding . -  Area; hold 3 [ X I  Destroy, I 

[, ] Transfer t o  S ta t e  Archives f o r  permanent re tent ion.  
t I Destroy immediately a f t e r  cut-off. ~. 

[ - 1  Othe-r: (Specify) 

year(s): - - , -  - . .  
~~~ .~ 

.. 
< . ~  

.. 

. ?  - .~ 
.~ ti > 

.~ ~ . .  . 0, .~ 
, <  

. .  . ..-. 
Check must be ~. 

- 
& c e l l e z c k  F i l e s .  , . . .  - 

~. - , .  . .. . -  . .. 7.. 

.. 

(Indicate br i e f l y  r a t i a a k  f o r  recornendations aboue/or write  additionaI remarks)  : I 
, , 


